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__ Introductory Job Description ___Annual Performance Appraisal
Name:
JOB TITLE: Retail Store Manager
FLSA STATUS: Non-Exempt Hourly

MISSION OF GOODWILL

Goodwill Industries of Northwest Ohio, Inc. is a nonprofit, 501c3 corporation whose mission is to assist individuals
with barriers to employment become self-sufficient through employment training and opportunities. Since 1933 we
have assisted thousands of individuals throughout Northwest Ohio to become economically independent.

JOB SUMMARY

The Store Manager is responsible for all store operations and ensures efficient and profitable execution of Goodwill
Industries programs, policies and expectations through his/her store team. The Store Manager creates an environment
that delivers an outstanding customer experience in a clean, friendly and safe manner. The Store Manager will attract
clientele and move merchandise by ensuring that their store offers products and services that satisfy the needs and
desires of their customers.

The Store Manager plays a key role in these primary business areas:

e  Merchandising and promotion of sale items.

e Financial Analysis including controlling site cash and inventory, adhering to store budget and labor hour
guidelines.

e  Conducting Store Operations, which includes hiring, training and developing personnel.

e  The Store Manager manages up to 30 hourly employees.

Requirements and Qualifications:

Strong skills in communication, organization and follow-through.

Ability to merchandise and manage store operations effectively.

Must be able to motivate and direct store teams to achieve all operational/sales goals.

Ability to adjust priorities and manage time effectively in a fast-paced environment.

Ability to maintain records and documentation pertaining to work force.

Ability to recruit, train and develop a successful team.

Acts as a role model for the staff by providing the highest level of customer service at all times.
Has a flexible schedule; nights and weekends are a must.

Must have a least 3+ years’ retail management experience.

Must have a least 2+ years’ experience in maintaining budgets, P&L statements and Operations.
Position will include long periods of walking, standing, bending, stooping and/or twisting.
May be required to travel to other locations on special assignments.



When evaluating employee place a number (1-5) next to each a specific job responsibilities using the following
scale. Use NA if not applicable:

Does not meet expectations
Rarely meets expectations
Often meets expectations
Meets expectations
Exceeds expectations
Exceeds expectations
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The Store Manager is responsible for all store operations and ensures efficient and profitable execution of Goodwill
Industries programs, policies and expectations through his/her store team. The Store Manager creates an environment
that delivers an outstanding customer experience in a clean, friendly and safe manner. The Store Manager will attract
clientele and move merchandise by ensuring that their store offers products and services that satisfy the needs and
desires of their customers.

The Store Manager plays a key role in these primary business areas:
___Merchandising and promotion of sale items.
____ Financial Analysis including controlling site cash and inventory, adhering to store budget and labor
hour guidelines.

Conducting Store Operations, which includes hiring, training and developing personnel.

Requirements and Qualifications:
_ Strong skills in communication, organization and follow-through.
_Ability to merchandise and manage store operations effectively.

___ Must be able to motivate and direct store teams to achieve all operational/sales goals.
___Ability to adjust priorities and manage time effectively in a fast-paced environment.
_Ability to maintain records and documentation pertaining to work force.

_Ability to recruit, train and develop a successful team.

_Acts as arole model for the staff by providing the highest level of customer service at all times.
___Has a flexible schedule; nights and weekends are a must.

__ Must have a least 3+ years’ retail management experience.

_ Must have a least 2+ years’ experience in maintaining budgets, P&L statements and Operations.
_ Position will include long periods of walking, standing, bending, stooping and/or twisting.

May be required to travel to other locations on special assignments



Comments:

(Comments must be noted when an employee receives a rating of 1 or 2 on any item)

Rate the employee on general measurable listed below by circling the appropriate number using the following
rating scale:

Does not meet expectations.

Rarely meets expectations.

1

2

3 Often meets expectations.
4 Meets expectations.

5

Exceeds expectations.

General Measurables Rating

1. Quality/Productivity- Thoroughness and acceptability of work 1 2 3 4 5
performed within a specific period of time

2. Job Knowledge- The practical/technical skills and information used on 1 2 3 4 5
the job.

3. Reliability- The extent to which an employee can be relied upon 1 2 3 4 5§
regarding task completion and follow up with little or no supervision.

4. Availability- The extent to which an employee is punctual, observes 1 2 3 4 5§
prescribed work breaks, meal periods and overall attendance.

5. Initiative- The extent to which an employee seeks out and/or proposes 1 2 3 4 5
new assignments and expands capabilities.

6. Adherence to Policy- The extent to which an employee follows safety 1 2 3 4 5§
rules, conducts rules and other regulation, including personal appearance
and housekeeping practices.

7. Interpersonal Relationships- The willingness and demonstrated abilityto |1 2 3 4 §
cooperate, work and communicate with coworkers, supervisors and
subordinates and/or outside contacts.




8. Behavioral Patterns- The stability, courtesy and judgment demonstrated |1 2 3 4
on the job.

Comments:

(Comments must be noted when an employee receives a rating of 1 or 2 on any item)

Did employee meet performance goals set for last year? Circle ( Yes No )

Employee goals for upcoming year: (Establish a minimum of 3 goals. Number in order of priority)

1.

Employee comments:




Scoring: Add the total of each score in both specific job requirements and general measurables and divide by
the maximum obtainable score to give a percentage.

(0-39% = no wage increase, 40%-59% = 2.0% wage increase, 60%-79% = 3.50%, 80%-100% = 5.0% wage
increase). These are percentages allowed for a wage increase.

(Total Score) divided by (Total Possible) = %

OCCASSIONAL DUTIES OR SPECIAL ASSIGNMENTS:

Must work flexible hours and weekends. Travel for meetings and training as required.

SUPERVISOR: DATE:

I acknowledge that this job description serves only as a guideline for the duties required of my position and reviews
only the major areas of my responsibilities.

EMPLOYEE: DATE:
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REVISED 2/23



